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REVISIONS 2020-1011
1.3.2

THE BOARD OF TRUSTEES
The governance of the College is ultimately entrusted to the Board of Trustees. The
number of Trustees shall be fixed at 25, of whom not less than six nor more than
ten shall be professed religious of the Brothers of the Christian Schools. Members
by right are the Brother Visitor and the President of the College. The other
members of the Board are elected by the Board to three-year terms. No Trustee
may hold more than three successive terms except Trustees by right of office. In
addition to the 25 members of the Board, there are seven participants to the Board,
the President of the NationalAlumni Association, the elected faculty representative
of the College, the chairperson of the Staff Council, two (2) Christian Brothers who
serve at the College and are members of the Saint Mary’s or Joseph Alemany
Communities, respectively, the President of the Board of Regents and the President
of the Associated Students of Saint Mary's College. The participants share in the
non-executive and non-privileged deliberations of the Board, serve on committees,
but are not entitled to vote.
The Board must hold one meeting per year, in May or June, but may meet as often
as needed. A meeting may be called by the chairperson or President, and must be
called at the written request of eight Trustee. Special meetings may be called by
the Chairperson of the Board of Trustees or the President or at the written
request of eight (8) Trustees.

1.3.4

THE OFFICERS OF THE COLLEGE
Chief Financial Officer Vice President for Finance
The Chief Financial Officer Vice President for Finance shall exercise such powers
and perform such duties as are usually vested in the office of chief financial officer
of a corporation, and exercise such other powers and perform such other duties as
may be prescribed by the Board of Trustees or these Bylaws.

1.4.2

PROVOST
The Provost is appointed by the President as chief academic officer of the College
for a term mutually agreed upon and is responsible to the President. As the
administrative officer responsible for all academic affairs of the College (policies,
personnel, programs, budgets), the Provost is vested with authority commensurate
with such responsibility. The Provost recommends to the President the
appointment, promotion, and retention of Vice Provosts, Deans, administrative
staff, and all full-time faculty. The Provost is a member of the President’s Cabinet,
chairperson of the Provost’s Council, the Provost’s Council of Deans, and an exofficio member of all committees in the area of academic affairs.
The administrative staff of the Provost to whom responsibility and commensurate
authority are delegated are the Vice Provost of Undergraduate Academics for
Academic Affairs, the Vice Provost for Enrollment, the Vice Provost for Student
Life, Deans of the Schools, Dean for Academic Resources/Director of the Library,
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Dean of Academic Advising and Achievement, Dean for Academic Development,
Dean for Faculty Development.
1.4.2.1

Vice Provost of Undergraduate Academics for Academic Affairs
The Vice Provost for Undergraduate Academics coordinates the activities of
the traditional undergraduate programs in consultation with Deans and the
Provost, providing strategic and operational support for advising, academic
support and achievement programs, and general educational and core
curricula such as January Term, and Collegiate Seminar; supervision of
international programs and services, service-learning initiatives, and career
development; collaboration with the Vice Provosts for Student Affairs and
Enrollment Services on initiatives for recruitment, retention, admission,
curricular and co-curricular programming; and leadership in maintaining an
environment conducive to teaching, learning, and living for the College’s
faculty, staff and undergraduate students. The Vice Provost for
Undergraduate Academics works closely with the Provost in overseeing the
coordination and development of all undergraduate academic activities and
functions, including academic planning and assessment, academic policies
and programs, accreditation, Program Review and subsequent program
action plans, department chair and program director development, support
for new undergraduate tenure-track faculty, course assignment and
scheduling, procedures and records for undergraduate students and faculty
relative to grievances and appeals, summer session, and the undergraduate
commencement.The Vice Provost of Undergraduate Academics is the chief
academic officer for undergraduate programs and is vested with authority
commensurate with this responsibility. In consultation with the Deans of the
Schools, the Vice Provost of Undergraduate Academics coordinates all activities
related to undergraduate academic programming, including the appointment of new
tenure-track faculty. The Vice Provost of Undergraduate Academics collaborates
with other Vice Provosts, Academic Deans, the Academic Senate and the
Undergraduate Educational Policies Committee in designing and implementing
policies for the traditional undergraduate programs. The Vice Provost of
Undergraduate Academics reports to the Provost of the College and serves on the
Provost’s Council, the President’s Cabinet, the Budget and Planning Committee,
and the Provost’s Council of Deans.

NB: The title Vice Provost for Academic Affairs has been changed to Vice
Provost of Undergraduate Academics throughout the Faculty Handbook. Those
changes are not reflected in these REVISIONS nor in the Index.

1.4.2.2.4 Dean for Academic Development
The Dean for Academic Development is responsible, in collaboration with the
Deans of the Schools and the Registrar, for such services as: review of projected
undergraduate departmental offerings, tracking the Continuous Action Plan (the
strategic plan for the academic programs of the College), major WASC
recommendations, the five-year plans generated by program reviews in each
academic area; strategic planning for new academic initiatives; and implementation
of the Academic Honor Code as well as academic probation and disqualification
policies. The Dean handles the student evaluations of faculty and courses and
student grievances on academic issues. The Dean prepares for publication the
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College Catalog, the Faculty Handbook, the academic committee master list, and
responds to college-wide requests for academic information or assistance.
N.B.: The removal of section 1.4.2.2.4 Dean for Academic Development has caused
the numbering for the remainder of section 1.4.2.2 to be decremented. Those
numbering changes are not reflected in these REVISIONS nor in the Index.

1.4.3

VICE PROVOST FOR STUDENT LIFE
The Vice Provost for Student Life is appointed by the President in consultation with
the Provost for a term mutually agreed upon, and is responsible reports to the
President and the Provost. As the chief administrative officer for student life, t The
Vice Provost is charged with facilitating the development of traditional
undergraduate students in a manner which complements and completes their
academic curriculum and serves the Mission of the College. The Vice Provost is
vested with authority commensurate with the following responsibilities: the
supervision of the student life educators, administrators, and staff in the areas of
Student Life, Residence and Community Life, Campus Housing and Conference
Services; New Student and Family Programs; Leadership, Involvement and
Diversity, Women’s Resource Center, Intercultural Center; Student Health and
Wellness Center and Counseling Center; and, Public Safety. The Vice Provost
recommends to the Provost President the appointment, promotion, and retention
of the administrative staff. The Vice Provost is a member of the President’s Cabinet.
and an ex-officio member of all committees in the area of student life.
The administrative staff of the Vice Provost for Student Life includes the Dean of
Students, Assistant Dean for Leadership, Involvement & Diversity; Assistant
Dean/Director of Residence & Community Life; Director of Campus Housing &
Conference Services; the Director of Public Safety; the Student Health Center
Director; the Counseling Center Director; New Student and Family Programs
Director; Women’s Resource Center Director; and, the Intercultural Center Director

1.4.3.1.2

Assistant Dean of Students/Director of Residence and Community Life
Assistant Director Coordinator for Community Life
The Assistant Director Coordinator reports to the Associate Dean of Students and
has the overall administration and management of the student discipline process and
the associated protocols with specific attention to non-academic cases as well as
facilitating the Disciplinary Hearing Boards and Peer Councils.

1.4.3.2

Assistant Dean of Student Life for Leadership, Involvement and Diversity
The Assistant Dean of Student for Leadership, Involvement and Diversity reports
to the Vice Provost for Student Life and oversees the areas of Student Involvement
and Leadership, the Intercultural Center, and the Women’s Resource Center. The
Assistant Dean is responsible for the development of leadership programs; oversees
student government and student organizations (including media); and appoints
faculty/staff advisors for all registered student organizations.
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Director of the Intercultural Center
The Director of the Intercultural Center reports to the Assistant Dean for Student
Involvement and Leadership and Diversity and promotes a learning environment
which embraces diversity, fosters acceptance and creates an inclusive community
through co-curricular programs, outreach, support services and resources.
Director of the Women’s Resource Center
The Director of the Women’s Resource Center reports to the Assistant Dean of
Student Life for Leadership, Involvement and Diversity and promotes a campus
environment where students, especially women students, are encouraged to seek
gender-related information and exchange views. Additionally,t The Women’s
Resource Center provides Director coordinates the provision of relevant
educational programs and activities and coordinates the College’s response to
sexual assault and manages the Sexual Assault Crisis Response Team.
1.4.3.3

Director of the Student Health and Wellness Center
The Director of Wellness reports to the Vice Provost for Student Life and
provides administrative, operational and programmatic direction for the
scope of medical services and the health education and promotional services
planned for the undergraduate students of the college. Under the leadership
of the Director, the Health and Wellness Center provides confidential
medical care in an urgent care setting. oversight for the following functional
areas: Medical Services, Counseling Services, and Health Promotion and Prevention
Services. Under the leadership of the Director, Medical Services provides high
quality primary care services; Counseling Services provides individual, couple, and
group counseling, as well as crisis intervention and consultation; and Health
Promotion and Prevention Services offers educational and peer-facilitated, cocurricular programs and services to the campus community.
Assistant Associate Director of the Health and Wellness Center Medical

Services
The Associate Director works closely with the Director to develop,
coordinate, implement and evaluate the operations and educational
programs at the Health and Wellness Center. The Associate Director
provides direct and indirect care while demonstrating a high level of concern
and confidentiality to students.	
   The Assistant Director coordinates the provision
of medical care and education, especially for minor illness or injuries, and health and
wellness education and promotion activities.
1.4.3.4

Director of Counseling Center
Reporting directly to the Vice Provost for Student Life, the Director is the overall
administrator of the Counseling Center which provides direct counseling and
psychological services and group therapy to full-time undergraduate students; and
assessment, referral and group therapy to graduate students. including
outreach, training and consultation to faculty, staff and parents/guardians. Services
also include outreach, training and consultation to faculty, staff, parents and
guardians. The Director engages in the formal coordination with all Student Life
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units, academic departments, administrative units and community agencies to
facilitate the provision of the counseling and mental health needs of services to our
diverse student population.
Assistant Director of Counseling Services/Director of Training
The Assistant Director/Director of Training reports to the Director of the
Counseling Center. This position also oversees the Center’s Practicum,
Predoctoral Internship and Postdoctoral Residency training programs. and
oversees all Center training programs and coordinates the Center’s alcohol and
other drug programs. The Assistant Director/Director of Training provides
program development and implementation, student counseling and psychological
services; collaborative management of student cases; and clinical
supervision of the Center’s group therapy program coordinates Internship
Training program and provides collaborative management of the Alcohol and Drug
program.
1.4.3.4

Director of the Women’s Resource Center
The Director of the Women’s Resource Center reports to the Vice Provost for
Student Life and promotes a campus environment where students, especially
women students, are encouraged to seek gender-related information and exchange
views. Additionally, the Director coordinates the provision of relevant educational
programs and activities and coordinates the Sexual Assault Crisis Response Team.

1.4.5

VICE PRESIDENT FOR DEVELOPMENT
The Vice President for Development is appointed by the President for a term
mutually agreed upon, and is responsible to the President. The Vice President is the
chief fundraising officer for the College and oversees the offices of Development, &
Alumni Relations and Advancement Office. Services. The Vice President is
responsible for presenting annual and long-range plans for the funding of
institutional priorities and for engaging alumni, parents, friends, corporations and
foundations who can assist the College in reaching its goals. The Vice President
oversees the comprehensive fundraising campaign. The Vice President is a member
of the President’s Cabinet and an ex-officio member of all committees in the area of
fund-raising and external relations. The administrative staff of the Vice President for
Development includes the Assistant Vice President for Development, the Director
of Alumni Relation and Volunteer Engagement, the Director of Advancement
Services, the Director of Foundations, Corporate Relations and Sponsored Grants,
and the Director of Marketing and Stewardship and Volunteer Relations.

1.4.5.1

Assistant Vice President for Development
The Assistant Vice President for Development is responsible for planning and
directing the College’s fundraising efforts from individuals. The Assistant Vice
President supervises, guides and coaches the Aannual Ggiving, Mmajor Ggifts,
Aathletic Ddevelopment and Ddevelopment Rresearch staff.
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1.4.5.2

Director of Alumni Relations and Volunteer Engagement
The Director of Alumni Relations and Volunteer Engagement is responsible for
developing and implementing events and activities that enrich and cultivate
relationships with alumni, students, donors, parents and friends. This
individual also manages and coordinates volunteer donor and alumni
engagement with the College through numerous boards and committees.
involving alumni in the life of the College, through events and communications and
as volunteers. In addition to supervising, guiding and coaching the staff of the
Alumni Relations Office, the Director of Alumni Relations also manages the
Alumni Association Board of Directors

1.4.5.5

Director of Marketing and Stewardship and Volunteer Relations
The Director of Marketing and Stewardship and Volunteer Relations is
responsible for developing and implementing marketing and communications
strategy within Advancement including events, mass solicitations conducted
by mail, phone and other electronic means. The director also develops and
oversees implementation of donor stewardship. the creation, implementation
and ongoing refinement of a comprehensive program for enriching and cultivating
relationships that results in donors feeling appreciated, understanding that their gifts
are critically important, developing deeper bonds with and greater affection for the
College and increasing the likelihood of future gifts. The Director also manages
Development events as well as all volunteer donor engagement with the College
through numerous boards and committees.

1.6.1.1

Faculty Elections
The Committee on Committees Academic Senate conducts faculty elections to

determine:
1. Faculty officers and representatives:
- Chairperson and Vice Chairperson of the Academic Senate;
- Faculty Representative to the Alumni Board of Directors.
2. Faculty membership on:
- Academic Senate
- Undergraduate Educational Policies Committee
- Graduate and Professional Studies Educational Policies Committee
- Program Review Committee
- Admissions and Academic Regulations Committee
- Faculty Welfare Committee
- Grievance Committee
- Equal Employment Opportunity Compliance Committee
- Committee on Committees
- January Term Committee
- Collegiate Seminar Governing Board
1.6.1.1.1

Nominations

Revisions 2010-11

198

1. A Candidate Information Survey will be distributed and compiled under the
direction of the Faculty Governance Coordinator Academic Senate in the
spring of each year.
2. The Faculty Governance Coordinator Academic Senate will prepare direct
the preparation of a nominating ballot for each office/committee seat based on
(1) statutory requirements for eligibility as set forth in the Faculty Handbook, (2)
expression of willingness on the part of individual faculty members to serve as
indicated by the survey1, and (3) the current number of elected positions held by
individual faculty members.
1.6.1.1.4

Faculty Qualifications for Election

1. In elections conducted by the Committee on Committees Academic Senate
the following are criteria for election:
1.6.1.2.6

Faculty Governance Coordinator
The Faculty Governance Coordinator provides administrative support to the
Academic Senate and its elected faculty committees. In addition, she/he:
1. Takes minutes of general and special general meetings of the Academic Senate
and prepares them for posting;
2. Attends all Executive Meetings of the Academic Senate. Prepares agenda
(coordinated set by the Senate executive committee chairperson), memos, and
other materials and distributes them to senators, committee chairs,
administrators, faculty members, etc.;
3. Maintains the Faculty Governance website, posting memberships, agendas,
current reports and proposals, minutes, meeting schedules, etc.
4. Maintains all pertinent records and correspondence of the Senate, including a
current file of all faculty members (School, full- or part-time status, eligibility for
election, etc.);
5. Serves as an ex-officio, non-voting member of the Committee on Committees;
Assists the Election Committee in the conduct of elections;

1.6.1.2.9

Duties of the Academic Senate
The Academic Senate has five duties:
1. To receive, review, and respond to and/or refer recommendations and reports
from the Senate committees, the President, the Provost, the Vice Provost of
Academic Affairs, and the Deans of the Schools.
All concerns related to the academic life of the College are within the Academic
Senate's purview except:

	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  

1 Cf. 2.6.1, under Service to the College, concerning exemption from eligibility due to membership on
“intensive workload” committees.
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a.

Recommendations on sabbatical leaves, which are made by the
Undergraduate Educational Policies Committee and the Graduate and
Professional Studies Educational Policies Committee are forwarded directly
to the Provost;

b. Selection of undergraduate students for awards at graduation, which is
made by the Undergraduate Educational Policies Committee and reported
directly to the Vice Provost of Undergraduate Academics Dean for
Academic Development and the Registrar;
1.7

COMMITTEE STRUCTURE

1.7.1

BOARD OF TRUSTEES COMMITTEES	
  
The Standing Committees of the Board of Trustees are:










Executive Committee
Academic Affairs Committee
Advancement Committee
Audit Committee
Buildings and Grounds Committee
Enrollment and Student Life Committee
Finance Committee
Trustees Committee
Investment Committee

NB: The ordering of the standing committees has been changed to be alphabetical
(except for the Executive Committee). Those numbering changes are not reflected
in these REVISIONS nor in the Index.

1.7.1.1

Executive Committee
Duties: Except as limited by laws, the Executive Committee shall exercise the full
power of the Board in the event of emergency or exigent circumstance(s), as
determined by a majority of the members of the Executive Committee in
consultation with or at the request of the President. Additionally, the Executive
Committee shall:

-

review and consider the legal position of the Corporation and take any legal
action deemed necessary on behalf of and/or in the interest of the Corporation;
grant honorary degrees;
approve, implement, and determine appropriate duties for all standing Board
committees;
advise the Chairperson of the Board on timing for the three (3) regular annual
meetings;
approve changes to the Faculty Handbook that have the effect of creating
or changing College policies;
make recommendations to the Board of Trustees about:
- the desired Board profile and processes undertaken to ensure that
profile is achieved;
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-

-

potential candidates for trusteeship;
orientation and education programs for Trustees concerning their
Board responsibilities;
- self-assessments of the Board;
- presidential review;
- outstanding service and individuals who should be considered for
emeritus status;
- governance policies for Trustee review and approval;
- appointment of the Brother Participants;
perform other such duties as may be delegated to it by the Board of Trustees.

Membership: The Executive Committee shall be composed of the following members
of the Board of Trustees: the Chairperson of the Board, the Chairperson of each
standing committee, the College President, and the Provincial of the San Francisco
District of the Brothers of the Christian Schools and the past Chairperson(s) of
the Board while still serving as a Trustee. The Committee may have staff
resources as will be helpful to the Committee as determined by the Chairperson of
the Committee.
1.7.1.3

Advancement Committee
Duties: The Advancement Committee shall foster and promote the fund raising
operations of the College and make recommendations to the Board of Trustees
about:

-

the core development volunteer group Core Development Volunteer Group
for the College;
advice and counsel on matters pertaining to development, public relations of
the College as those relations concern Advancement Committee responsibilities,
alumni, etc.
establishment of an appropriate goal for the Development office and progress
toward that goal;
long-term objectives for the College’s Advancement program.

Additionally, within the fund raising policies and priorities recommended by the
President of the College and approved by the Board of Trustees, the Advancement
Committee shall:

-

periodically review the fund raising results, both annual and capital, to assure
adherence to fund raising policies and priorities;
- suggest action if fund raising objectives are not met;
- recommend fund raising counsel;
- as appropriate, provide a report to the Finance Committee of the Board of
Trustees at scheduled meeting of the Finance Committee and to the full Board
of Trustees at least annually.
Membership: The Advancement Committee shall consist of Trustee members and
other eligible members who are appointed by the Chairperson of the Board of
Trustees. The Committee will have the assistance of one or more officers of the
College as designated by the Board, in consultation with the President.
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1.7.1.5

Buildings and Grounds Committee
Duties:
The Buildings and Grounds Committee shall oversee the
Corporation’s physical assets: its land, buildings, and equipment. In
particular, the Buildings and Grounds Committee shall provide oversight and
review of, and shall from time to time make its recommendations to the
Board of Trustees regarding:
- the adequacy and condition of capital assets;
- policies related to the Corporation’s physical assets;
- new structures and the rehabilitation or removal of older structures as
dictated by general Board policies;
- plant financing;
- the adequacy of levels of funding for plant maintenance.
Membership: The Buildings and Grounds Committee shall consist of Trustee
members and other eligible members who are appointed by the Chairperson
of the Board of Trustees. The Vice President for Finance and, if the Vice
President for Finance so desires, an associate(s) of the Vice President for
Finance, shall attend Buildings and Grounds Committee meetings and shall
serve as resource staff to the Committee if such attendance and service is
requested by the Buildings and Grounds Committee Chairperson, but the
Vice President for Finance and his or her associate, if any, shall not vote on
any matter.

1.7.1.6

Enrollment and Student Life Committee
Duties: The Enrollment and Student Life
recommendations to the Board of Trustees about:

-

Committee

shall

make

students’ interests in the Board’s policy-making activities;
adequate resources, programs and direction for Student Life Programs;
student development issues in light of the changing needs of students;
activities of intercollegiate athletics;
the College’s admissions programs;
tuition waivers;
financial aid.

Membership: The Enrollment and Student Life Committee shall consist of Trustee
members and other eligible members who are appointed by the Chairperson of the
Board of Trustees. The Committee will have the assistance of one or more officers
of the College as designated by the Board in consultation with the President.
1.7.1.6

Trustees Committee
Duties: The Trustees Committee shall make recommendations to the Board of
Trustees about:

-

the desired Board profile and processes undertaken to ensure that profile is
achieved;
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-

potential candidates for trusteeship;
orientation and education programs for Trustees concerning to their Board
responsibilities;
self-assessments of the Board on a regular basis;
presidential review;
outstanding service and individuals who should be considered for emeritus
status;
governance policies for Trustees’ review and approval.

Membership: The Committee shall consist of Trustee members who are appointed by
the Chairperson of the Board of Trustees. The College President or his designee will
serve as Resource Staff to this Committee.
1.7.3.1

Provost’s Council
Role: The Provost’s Council consults with and advises the Provost on all matters
within the
Provost’s area: Academic Affairs, Enrollment, and Student Life.
Membership: The Vice Provost of Academic Affairs, the Vice Provost for
Enrollment, and the Vice
Provost for Student Life.
The Provost’s Council generally meets twice a month, or as called by the Provost.

N.B.: The removal of section 1.7.3.1 Provost’s Council has caused the numbering
for the remainder of section 1.7.3 to be decremented. Those numbering changes
are not reflected in these REVISIONS nor in the Index.

1.7.3.2

Provost’s Academic Council of Deans
Role: The Provost’s Academic Council of Deans advises the Provost regarding
matters pertaining to their various offices and programs, especially regarding longrange planning, budget priorities, and strategic initiatives.
Membership:
- Provost, chairperson
- Vice Provost of Academic Affairs
- Dean for Academic Advising and Achievement
- Dean for Academic Resources/Director of the Library
- Dean for Academic Development
- Deans of each of the Academic Schools (SEBA, KSOE, SOLA, SOS)
- Dean for Director of Faculty Development
- Chair of Academic Senate or designee
- Director of Institutional Research

1.7.3.3

Campus Deans and Directors Committee
Membership:
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1.7.3.4

Vice Provost of Academic Affairs and Vice Provost for Student Life, cochairpersons
Dean of Admissions
Dean of Academic Advising and Achievement
Dean for Academic Development
Dean for Mission and Ministry

Graduate and Professional Studies Programs Council (Graduate Council)
Role: The Graduate and Professional Studies Programs Council, usually referred to
for convenience as the “Graduate Council,” advises the Provost regarding matters
pertaining to their various programs, especially regarding long-range planning and
strategic initiatives, student services, and budget priorities.
Membership:
- a chairperson appointed by the Provost
- Provost
- Vice Provost of Undergraduate Academics, as necessary
- Dean of SEBA
- Associate Dean of SEBA, as necessary
- Director of Graduate Business Programs
- Director of Operations, School of Extended Education
- Dean of KSOE
- Dean of SOLA
- Associate Dean of SOLA for Graduate Programs
- Dean for Academic Development
- Dean for Academic Resources/Director of Library
- Chair of Graduate and Professional Studies Educational Policies Committee

1.7.3.8

Committee on Academic Appeals
Role: A faculty/student committee which hears appeals from undergraduate
students regarding decisions concerning academic regulations and standards
affecting them individually. A standing committee, it is convened and chaired by
the Vice Provost of Undergraduate Academics Dean for Academic
Development, at the request of the student:
1. To hear appeals regarding decisions of the Dean of the School or of the
Registrar (and approved by the Dean of the School) concerning courses,
standards, academic regulations and requirements for graduation;
2. To hear appeals regarding grades given by instructors.
Membership: The Committee consists of up to ten members:

-

Vice Provost of Undergraduate Academics Dean for Academic
Development (ex officio and nonvoting)
three ranked faculty members appointed by the Chair of the Committee on
Committees;
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-

-

three ranked alternates (but also including Christian Brothers currently teaching
at the College), one each from the Schools of Liberal Arts, Science, and
Economics and Business Administration, appointed by the Vice Provost of
Undergraduate Academics Dean for Academic Development ;
four students appointed by the ASSMC President for one-year, renewable terms
and confirmed by the Executive Council of that group.

Procedures:
1. When the student expects to appeal a decision by the Dean of his/her School
and/or the Registrar, or to appeal a grade given by an instructor (see 1 and 2
above), the student must file a notification to that effect with the Vice Provost
of Undergraduate Academics Dean for Academic Development within one
month from the beginning of the next long term. (For procedures in the case of
a charge of academic dishonesty, see Academic Honesty Policy, section 3.1.1.)
2. The student is normally expected first to take his/her appeal to the instructor or
administrator involved. If the student is not satisfied with the outcome, he/she
should next take the appeal to the department chairperson or to the appropriate
academic administrator.
3. If the matter is not resolved in step 2, the student will file a written statement of
appeal with the Vice Provost of Undergraduate Academics Dean for
Academic Development. The Vice Provost Dean will notify the appropriate
instructor, department chairperson, and the School Dean that an appeal has
been filed.
4. If the student decides not to pursue the appeal, he/she must advise the Vice
Provost of Undergraduate Academics Dean for Academic Development
that the notification and/or statement of appeal be withdrawn.
5. The appeal must be brought to the Committee on Academic Appeals before
one long term has elapsed since the term in which the cause for appeal
occurred.
6. The Committee will not consider an appeal until and unless all the above
avenues of informal resolution have been pursued.
7. The Vice Provost of Undergraduate Academics Dean for Academic
Development serves as the nonvoting Chair for each appeal hearing.
Representatives of the two principals (a faculty member chosen by the
student—a Christian Brother on staff may also serve this role—and a ranked
faculty member chosen by the other principal, or in the case of an appeal of a
decision by the Registrar’s Office, a representative of that office not involved in
the original decision) will present to the Committee the respective arguments of
the two principals whom they represent. The two principals do not attend the
meeting unless requested to do so by the Committee.
8. Minutes of the proceedings will be taken and kept on file in the Office of
Academic Affairs. the Dean for Academic Development. All proceedings and
correspondence, and the minutes are confidential and will not be maintained in
the student’s permanent academic record.
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9. In hearing an appeal, the Committee has authority to:
a.
b.
c.
d.

set time limits on presentation by representatives of the two principals;
request written statements from the principals, if necessary;
determine if the principals are to appear before it;
consider during its deliberations all documents and any records considered
by the initiating instructor or administrator; oral and/or written argument
of both principals; additional evidence the Committee deems appropriate.

10. The Committee, upon reaching a majority decision, has the authority in the
individual case to instruct the Registrar to waive an academic regulation or
requirement, make an exception to an academic standard, or to change a grade.
11. The Vice Provost of Undergraduate Academics Dean for Academic
Development gives written notification of the Committee’s decisions to the
principals.
1.7.3.12

Faculty Development Fund Committee
Role: The Faculty Development Fund Committee reviews applications from
undergraduate and graduate faculty members for awards from the Faculty
Development Fund (see also section
2.10.2).
Membership:

- Dean for Director of Faculty Development (chairperson)
1.7.4.2

Faculty Welfare Committee
Membership: The committee consists of five voting members:
- three tenured faculty members elected at-large for staggered, two-year terms
- one ranked non-tenured faculty member elected at-large for a two-year term
- one liaison senator, non-voting, ex-officio serving a one-year term,
renewable.

1.7.4.3

The Committee on Committees
Membership: The committee consists of five six members:
- vice chairperson of the Academic Senate, who serves as chairperson of the
committee for one year
- four tenured faculty members, one from each School, elected for two-year,
staggered terms
- the Faculty Governance Coordinator, as an ex-officio, non-voting member.

1.7.4.5

Undergraduate Educational Policies Committee
Membership: This Committee is composed of twelve voting members:
- chairperson (tenured undergraduate faculty member)
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-

vice-chairperson (tenured undergraduate faculty chairperson elect)
liaison senator (tenured undergraduate faculty member) serving a one year term,
renewable
five undergraduate faculty members, one elected from each of the three
undergraduate Schools (tenured faculty) and two at-large (tenured faculty)
Director of Collegiate Seminar
Director of January Term
Library representative
2+2 Nursing representative

4. Together with the Registrar’s office, department chairs, academic Deans, and the
Vice Provost of Undergraduate Academics Dean for Academic Development,
oversee the determination of recipients of student academic awards, including
selection of the De La Salle Award recipient.
1.7.4.8

Admissions and Academic Regulations Committee
Role:
1. After investigations and review, make recommendations to the Academic Senate
concerning:
a. goals, policies and standards, and processes for recruitment of students,
admissions, and financial aid;
b. factors that affect admissions yield and retention, such as financial aid, housing,
marketing, honors-at-entrance and other special programs, transfer articulation, new
student, pre-college orientation programs;
c. academic regulations (academic credit, grading standards, appropriate number of
class hours for courses and laboratories, student academic honesty policy, academic
probation and disqualification, and graduation requirements for all undergraduate
and graduate and
professional studies programs;
d. the Undergraduate Educational Policies Committee and the Graduate and
Professional Studies Educational Policies Committees share responsibility with the
Admissions and Academic Regulations Committee regarding graduation
requirements for the respective constituencies, and all three should work together
on particular issues before making their individual recommendations to the
Academic Senate;
e. standards and evaluation processes for both faculty and students in connection
with academic classes.
f. standards and evaluation processes of faculty academic advising in
connection with student matriculation.
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1.7.4.10

Committee on Teaching and Scholarship
Role: The Committee on Teaching and Scholarship serves as an advisory group to the
Dean for Director of Faculty Development in maintaining a faculty development
program that endeavors to be responsive to the needs of the faculty. Members of the
Committee contribute ideas regarding faculty development, the improvement of
teaching and learning, and scholarly activities, and collaborate with the Dean in
presenting faculty development events (e.g., lead discussion groups, facilitate
workshops or engage in other activities that draw on an individual Committee
member's expertise and interest).
Membership:
- Dean for Mission, Director of Faculty Development, chairperson
- Four ranked faculty members, one elected from each School (two-year, staggered
terms)
- Three ranked faculty members (one-year, renewable terms) appointed by the Dean
for Mission Director of Faculty Development in consultation with the
chairperson of the Committee on Committees.

1.7.4.11

January Term Committee
Role: To recommend to the Vice Provost of Undergraduate Academics for
Academics guidelines and policies for the January Term; to review proposals for
courses offered during that term, including independent study proposals; to
supervise catalog publication foe each January; to evaluate preregistration results
for that term; to recommend policy regarding coordination with other 4-1-4
colleges; to recommend and review other activities undertaken in January; to
review and evaluate each January Term at its conclusion.
Membership:
Director of the January Term (chairperson)
– four ranked faculty members appointed by the Vice Provost for
Academics for threeyear (staggered) terms
– seven eligible members of the undergraduate faculty serving
staggered, three-year terms, three of whom shall be elected,
respectively, one from the School of Liberal Arts, one from the School
of Economics and Business Administration, and one from the School
of Science, and four of whom shall be elected at large from any
undergraduate school
– one student appointed by the student body president
– Dean for Academic Development, ex-officio
– Registrar, ex-officio
– one non-voting, ex officio representative from the Office of the
Registrar
Eligibility:
Nominees for elective membership will have taught a minimum of two (2)
January Term courses Term courses in the previous ten (10) years

N.B.: 1.7.4.11 January Term Committee was formerly section 1.7.3.7. Moving it
has caused the numbering for the remainder of section 1.7.3 to be decremented.
Those numbering changes are not reflected in these REVISIONS nor in the Index.
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1.7.4.12

Collegiate Seminar Governing Board
Role: The Collegiate Seminar Governing Board advises the Director of the
Collegiate Seminar and, with or through the Director, the Vice Provost for
Academics, on all matters pertaining to the academic governance of the
Collegiate Seminar.
Membership: Five ranked members of the faculty, two from the School of
Liberal Arts, and one from, respectively, the Schools of Science, and
Economics and Business Administration, and Education, elected on a
general faculty ballot administered by the Committee on Committees
Ex officio and voting, the Director of the Collegiate Seminar (Chair), the
Director of the Collegiate Seminar’s Informal Curriculum, and the Collegiate
Seminar’s Liaison with the Critical Perspectives Program
One representative from among, respectively, the faculty of the Integral
Curriculum of Liberal Arts, the Christian Brothers, the Adjunct faculty of
Saint Mary’s College, and the Part-time faculty of Saint Mary’s College: all to
be elected by the members of the Collegiate Seminar Governing Board (as
provided under Eligibility, below)
One student representative, appointed by the Director of the Collegiate
Seminar in consultation with the President, Associated Students of Saint
Mary’s College
Eligibility: All elected members must have taught a minimum of three (3)
Collegiate Seminar courses (including initial co-teaching assignments).
Openings for election by the members of the Governing Board will be
announced to, and nominations will be accepted from, the College faculty at
large; only nominations from the faculty at large will constitute a ballot. The
Governing Board will schedule Board elections so as to provide appropriate
continuity of membership.
Terms: All elected terms are renewable; no member may serve more than two
consecutive terms; after consecutive terms, a member may be re-elected to
the Board only after an interregnum equal to one term. All elected member
serve three-year terms, except the representative of the part-time faculty, who
serves a one-year term.

1.7.6.3

Campus Facilities Planning Committee
Membership:
- Associate Dean for Residence and Community Life
- Associated Students of Saint Mary’s College Representative
- Chair Elect of Staff Council
- Chair of Academic Senate or Designee
- Chief Technology Officer or Designee
- Christian Brother Representative
- Council of Deans Representative
- Director of Architecture and Construction
- Director of Athletics or Designee
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- Director for Finance/Controller
- Director of Public Safety
- Executive Director, Facilities Services of the Physical Plant
- Faculty Welfare Committee Representative
- Vice President for Development or Designee
- Vice President for Finance, Committee Chair
- Vice Provost for Enrollment and Vice President for Communications or
Designee
- Vice Provost for Undergraduate Academic Affairs or Designee
1.7.8.1

Enrollment Group
The Enrollment Group brings together College department managers and staff
leaders who play important roles in the recruitment, admission, enrollment and
retention processes. As a working group of department leaders, it seeks to ensure
that the efforts of the various areas are coordinated and cohesive for the benefit of
the students.
Membership:
- Vice Provost for Enrollment (chairperson)
- Dean for Student Life
- Dean of Academic Advising and Achievement
- Dean of Admissions
- Vice Provost of Undergraduate Academics Dean for Academic
Development
- Director of Financial Aid
- Director of Articulation and Transfer/Associate Registrar
- Assistant Dean of Student Life for Residence Life
- Registrar
- Controller
- Assistant Controller
- Associate Director of Athletics for Compliance/Senior Woman Administrator
- Coordinator, International Recruitment and Admissions

1.7.9.1

Committee for Lectures, Art and Music (CLAM)
Role: The Committee for Lectures, Art and Music schedules events for each
academic year designed to enrich and broaden the cultural environment of Saint
Mary's College and to appeal to the community surrounding the campus; allocates
funds within the budget provided; coordinates publicity, facilities and staffing for
events; evaluates the effectiveness and costs of the events.
Membership: Chairperson (appointed by the President of the College) and four parttime staff persons: managing director, events coordinator, technical director,
administrative assistant.
The Committee welcomes suggestions for events which reflect the goals of the
College and high artistic standards. Faculty, staff and students of the College are
admitted to all events at a reduced cost (approximately 50% of regular ticket prices).
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Faculty and staff may purchase one additional ticket for each event at the
discounted rate.
N.B.: The removal of section 1.7.9.1 Committee for Lectures, Arts and Music
(CLAM) has caused the numbering for the remainder of section 1.7.9 to be
decremented. Those numbering changes are not reflected in these REVISIONS nor
in the Index.

1.7.9.3

Faculty Handbook Review Committee
Role: The Faculty Handbook Review Committee meets as often as needed to prepare
publication of the Faculty Handbook (see Revision Procedures for the Faculty
Handbook, section 1.8).
Membership:
- Faculty Handbook Coordinator Dean for Academic Development
(chairperson)
- Provost
- Chairperson, Academic Senate
- Director for Human Resources
- General Counsel
- President

1.8

REVISION PROCESS OF THE FACULTY HANDBOOK
The content of the Faculty Handbook is of three categories:
a.

descriptive and informational material, such as hours of operation for
health services or duplicating services, directions for use of the telephone
system, descriptions of facilities in the library, etc.;

b. definitions and procedures that have the force of creating or changing
policies, such as sabbatical or rank and tenure procedures, rather than
merely describing them; and
c.

material that combines the two functions (a. and b.), such as charts
describing institutional organization or committee structure and reporting.

The revision process has three types of procedures:
1. Material in Category (a) is routinely collected and updated by the Faculty
Handbook Coordinator Dean for Academic Development for each revision
of the Handbook. When in doubt about the nature of the material, the
Coordinator Dean should consult with the chair of the Academic Senate and
the Provost (and, when appropriate, the President), as prescribed in procedure
3, below, before proceeding to revise that section. Changes to material in
Category (a) can occur and revised pages can be posted to the website or
circulated to faculty to update their Handbooks at any time.
2. Material proposed by the Senate requires the approval of the Provost; material
proposed by the administration and/or the Provost requires consultation with
the Academic Senate. Changes or additions to material in Category (b) that
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have been approved by the Academic Senate and the Provost are collected
through the academic year by the Faculty Handbook Coordinator Dean for
Academic Development. On or about February 20 of each year, the Faculty
Handbook Coordinator Dean for Academic Development distributes to
members of the Faculty Handbook Review Committee all changes or additions to
be considered by that Committee. During the first two weeks of March in each
academic year, changes to material in Category (b) are reviewed by the
Committee. Academic Senate members or faculty representatives who authored
changes may be invited to be present during discussion of the section(s) in
which they were involved. Changes agreed upon by the Committee are
presented to the President for his approval in consultation with the Board of
Trustees each year at its May meeting. Changes not agreed upon are returned to
the appropriate Senate or faculty representative, or administrator for revision.
3. Any material in Category (c) must be reviewed by the chair of the Senate, the
Faculty Handbook Coordinator, Dean for Academic Development the
Provost, and the President. If all four agree on the nature of the material, it will
be treated according to procedure 1 or 2 as jointly agreed upon. If there is
disagreement, then such material will be revised only through process 2.
The Faculty Handbook Coordinator Dean for Academic Development is
responsible for publishing and updating the Faculty Handbook. Entries that have
been revised bear a notation to that effect on the pages of the Index, which record
changes over several years. In addition, all the changes for a given year are
presented in order in a separate section following the Index, with strikeouts
indicating eliminated words and passages and bolding indicating added words and
passages.
2.1.3

EMERITUS/EMERITA
4. Procedure for promotion to Professor Emeritus/Emerita:
a.

The candidate will be proposed in writing for Emeritus/Emerita status by
the candidate’s department or by a senior faculty member to the Dean of
the School.
b. The Dean of the School will solicit letters of support from colleagues and
the candidate’s department.
c. The collected letters will be submitted to the Dean, who will forward them
with his/her recommendation to the Rank and Tenure Committee.
d. Recommendation from the Rank and Tenure Committee will be forwarded
by the chair to the President for his approval. In the event that the Provost
does not agree with the recommendation, the Provost will forward the
Committee’s recommendation, along with his/her own recommendation to
the President. The President makes the determination whether to grant the
Professor Emeritus/Emerita Award.
5. Procedure for promotion to Professor Emeritus/Emerita:
a. The candidate will be proposed in writing for Emeritus/Emerita status by the
candidate's department or by a senior faculty member to the Dean of the School.
b. The Dean of the School will solicit letters of support from colleagues and the
candidate's department.
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c. The collected letters will be submitted to the Dean, who will forward them with
his/her recommendation to the Rank and Tenure Committee.
d. Recommendation from the Rank and Tenure Committee will be forwarded by
the chair to the President for his approval. In the event that the Provost does not
agree with the recommendation, the Provost will forward the Committee's
recommendation, along with his/her own recommendation to the President. The
President makes the determination whether to grant the Professor
Emeritus/Emerita Award.
e. The Professor Emeritus/Emerita Award is presented to the recipient in an
appropriate ceremony acceptable to the recipient.
2.1.4

ADMINISTRATORS WITH FACULTY RETREAT RIGHTS
Certain administrative positions make the holder responsible for the character and
quality of a major academic unit within the College. Because such positions involve
responsibility for curriculum and for academic quality, review of faculty, and
expectations of leadership over issues that affect the academic enterprise of the
College as a whole, they are inherently academic in nature. These positions are the
Provost, the Vice Provost of Academic Affairs, and each Dean of a School. These
positions are normally filled via national searches resulting in multi-year
appointments, and exceptions to this standard made in consultation with the
Academic Senate. When an individual is appointed to one of these positions on a
regular basis, that is, other than as Acting or Interim Dean, he/she will also be
appointed as a ranked faculty member associated with a department either on tenure
track or tenured. Although there is no such status as administrative tenure, he/she
has faculty retreat rights, that is, the right to assume the position of a full-time
faculty member of the College upon leaving the administrative position.

2.2.2

PROBATIONARY (TENURE-TRACK) APPOINTMENT
The total period of full-time service as a probationary tenure-track appointee may
not exceed seven years. At the time of the initial tenure-track appointment, the
anticipated year in which the tenure review will occur will be specified in writing. A
faculty member coming to the College without any previous full-time ranked
teaching elsewhere will be considered for tenure in the sixth year of appointment.
The College will normally consider up to three years of other full-time ranked
teaching elsewhere and credit this toward the year of tenure consideration. Thus, a
faculty member with three years credit would come up for tenure consideration in
the third year of the probationary appointment. In exceptional circumstances (see
2.3.1.14), a faculty member may be appointed with tenure, or with four, five, or six
years toward tenure.
In determining the rank and step initially assigned to a faculty member, the
appointee’s past activities (e.g., teaching, professional experience, scholarly activities,
etc.) are evaluated for equivalence to full-time service.
1.

Scholarly leave of absence for one year or less will count as part of the
probationary period as if it were prior service at another institution, unless the
individual and the President or his delegate agree in writing to an exception to
this provision at the time leave is granted.
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2.

Interruption of the Probationary Tenure-Track Period: Tenure-track faculty
members have the option of interrupting the probationary period – “stopping
the tenure-track clock” – up to a total of two one-year periods for conditions
covered by the Family Medical Leave Act or the California Family Rights Act or
the Pregnancy Disability Leave Act whether or not leave is actually taken.
Stopping the clock under this provision will not be considered a matter for
special negotiation, but will be initiated via written notification by the faculty
member to the Provost, with copies to the member’s Department Chair and
Dean . The option of stopping the tenure clock will be independent of a
request for Protected Leave (see 2.13.2.1) or any other leave. The tenure clock
will normally be stopped any time during the academic calendar before the
submission deadline for the Form A upon request in writing by the faculty
member, and will be restarted automatically with the next year’s deadline for
the Form A. Tenure decisions will not be affected by the interruption of the
probationary period (i.e., there will be no changed/higher expectations). The
Provost will respond to the faculty member, with copies to the faculty
member’s department chair and dean, indicating how the tenure schedule has
been adjusted.

N.B.: The section on interruption of the Probationary Tenure-Track Period now
appears as section 2.6.2.1.1.

2.5.2

FACULTY RANK AND TENURE ROSTER
(See section 2.6.2.1.1.)
By September 1 of each year, the Provost will publish and the chair of the
Rank and Tenure Committee will distribute to the faculty and the Student
Rank and Tenure Committee a final Faculty Roster of tenure-track faculty
(those who hold academic rank and who carry a full-time instructional load
per scholastic year, those in the above category whose instructional and/or
administrative duties have been the equivalent of a full-time instructional
load, and those in the above category who (1) are on official full- or part-time
academic, sick, family or medical leave, or pregnancy leave; (2) have tenure
and are on sabbatical; (3) have tenure and have taken the option of a
reduction in the full-time instructional load). The Faculty Roster will include
the rank and number of years teaching at the College and at other colleges
and the tenure status of each member.

2.6.2.1.1

Interruption of the Probationary Tenure-Track Period
Tenure-track faculty members have the option of interrupting the
probationary period – “stopping the tenure-track clock” – up to a total of two
one-year periods for conditions covered by the Family Medical Leave Act or
the California Family Rights Act or the Pregnancy Disability Leave, whether
or not leave is actually taken.
Stopping the clock under this provision will not be considered a matter for
special negotiation, but will be initiated via written notification by the faculty
member to the Provost, with copies to the member’s Department Chair and
Dean. The option of stopping the tenure clock will be independent of a
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request for Protected Leave (see 2.13.2.1) or any other leave. The tenure
clock will normally be stopped any time during the academic calendar
before the submission deadline for the Form A upon request in writing by the
faculty member, and will be restarted automatically with the next year’s
deadline for the Form A. Tenure decisions will not be affected by the
interruption of the probationary period (i.e., there will be no changed/higher
expectations). The Provost will respond to the faculty member, with copies to
the faculty member’s department chair and dean, indicating how the tenure
schedule has been adjusted.
2.6.2.1.1

Faculty Rank and Tenure Roster
By September 1 of each year, the Provost will publish and the chair of the Rank and
Tenure Committee will distribute to the faculty and the Student Rank and Tenure
Committee a final Faculty Roster of tenure-track faculty (those who hold academic
rank and who carry a full-time instructional load per scholastic year, those in the
above category whose instructional and/or administrative duties have been the
equivalent of a full-time instructional load, and those in the above category who (1)
are on official full- or part-time academic, sick, family or medical leave, or pregnancy
leave; (2) have tenure and are on sabbatical; (3) have tenure and have taken the
option of a reduction in the full-time instructional load). The Faculty Roster will
include the rank and number of years teaching at the College and at other colleges
and the tenure status of each member.

N.B.: The language under 2.5.2. Faculty Rank and Tenure Roster was formerly
only referenced there and instead was located at 2.6.2.1.1. It was moved and
was replaced as item 2.6.2.1.1 by Interruption of the Probationary Tenure-Track
Period.

2.9.2

POLICY ON PUBLIC PRESENTATIONS

2.9.2.1.

Preamble
Saint Mary’s College of California is a Catholic institution of higher education
in the Lasallian tradition where the liberal arts inform, enrich, and shape all
areas of learning and where special importance is placed on fostering the
intellectual skills, habits of mind, and activities which liberate persons to
probe deeply the mystery of existence and live authentically in response to the
truths they discover.
Our mission challenges us to pursue truth wherever it can be found, confident
that between faith and reason there can be no fundamental conflict. While we
place a high value on freedom of inquiry and discussion, and on the
opportunity for intellectual stimulation, which can be the product of
controversial content, with this freedom also comes fiduciary responsibility.
The policy which follows outlines reasonable precautions for the scheduling
of controversial events, which are designed to foster authentic dialogue and to
protect the reputation of the alma mater we all cherish.

2.9.2.2.
2.9.2.2.1.

Policy
Definitions
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a. “Public presenter” means a person neither attending Saint Mary’s College
nor otherwise employed by the College who is invited to make a public
address or give a public performance.
b. “Public” qualifies audiences composed in whole or part of persons neither
attending nor employed by Saint Mary’s College.
c. “Public” qualifies presentations, including performances or addresses,
open to public audiences.
d. The following guidelines do not apply to faculty members in the teaching
of their classes. (Cf. Faculty Handbook 2.9.1.b.)
2.9.2.2.2.

Considerations for Public Presentations
a. Public presentations must serve the mission of the College, as provided in
the Preamble.
b. All applicable procedures for contracting and scheduling, as provided in
the Faculty, Staff or Student Handbook, must be followed.
c. Public presentations must be ticketed, if seats are limited.
d. Significant access for SMC students must be assured.
e. If the presentation involves audience participation (e.g., a question
period), SMC students must enjoy priority.
f. Sponsors’ announcements or advertisements will declare that public
presenters’ views are not necessarily those of Saint Mary’s College or the
sponsoring collegiate entity.
g. The Office of College Communications must approve announcements
and advertisements.
h. Sponsors will take reasonable steps to ensure that debate or discussion
attending public presentations is conducted in a fashion worthy of a
community of learning.
i. It belongs to the exercise of that deliberate responsibility for the common
good which is supposed in the Preamble that sponsors of foreseeably
controversial presentations take counsel with the appropriate Dean or other
supervisor, who may in turn seek the counsel of the Provost or President.

2.9.2.2.3.

Conditions under which the President may preclude, rescind or modify
invitations to public presenters
In extraordinary circumstances, the President may deny a requested
invitation, reschedule or relocate the presentation, or rescind the invitation if
in the President’s judgment one of the following conditions apply:
a. The presentation is egregiously contrary to the College’s mission;
b. The presentation presents an immediate and unmanageable risk to the
physical safety of members of the College community or their guests; or
c. The presenter(s) or his/her (their) agent’s refusal to agree to the College’s
expressed policies or contracting terms presents an unacceptable risk to the
College.
The President will explain to the Senate a decision to deny or withdraw an
invitation.

N.B.: The insertion of section 2.9.2 has caused the numbering for the remainder
of section 2.9 to be incremented. Those numbering changes are not reflected in
these REVISIONS nor in the Index.
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2.10.1.4

Sabbatical Protocols and Timeline for Consideration
1. On or before August 15th, applicants will consult with the Dean for Faculty
Development submit Form A or Form B (Sabbatical Eligibility) with the
appropriate signatures to the Office of Academic Affairs assess their to begin
the official process of determining eligibility for sabbatical leave. Forms A, B
and C (mentioned below) are available from the Office of Academic Affairs.
2. Upon verification of eligibility, applicants will submit their proposal to the Dean
for Faculty Development (or directly Office of Academic Affairs. Sabbatical
proposals from faculty whose eligibility for sabbatical leave has been verified
will be forwarded to the Chairs of the UEPC and GEPC through the Office of
the Academic Senate. ), and In addition, candidates for sabbatical leave
should submit a copy of the proposal to their department chair or program
director on or before September 1 of the year preceding the academic year of the
proposed sabbatical. The chair or program director upon receipt of the proposal,
will forward to the Dean of the School a brief explanation of the staffing
arrangements which will need to be made in the applicant's absence. (Normally,
sabbatical faculty are either not replaced or are replaced with part-time faculty; the
use of pro-rated or temporary full-time faculty must be approved in writing by the
Provost.)
3. The Dean of the School will review the explanation of staffing arrangements,
amend them in consultation with the chair/program director if necessary, and
confirm the estimate plan by forwarding it to the Office of Academic Affairs. In
the event of multiple requests from any one department/program, the Dean must
approve their timing. it is the responsibility of the Department Chair or
Program Director to explain how staffing arrangements will meet the needs
of the curriculum when more than one faculty member is on sabbatical at the
same time. Once the arrangements have received the Dean’s approval, The
the Dean will forward each explanation of staffing arrangements to the Dean for
Faculty Development Office of Academic Affairs on or before September 15 of
the year preceding the academic year of the proposed leave.
4. The Dean for Faculty Development will compile and forward to the Provost all
information
regarding staffing arrangements. This information will not be distributed to UEPC
or GPSEPC members nor considered by them in the deliberations concerning the
merit of proposals.
5 4. After the deadline for applications has passed, the members of the UEPC and
GPSEPC meet jointly to review and evaluate all proposals submitted to them after
the verification process and rank them in order of merit, indicating as part of the
ranking those that do not merit recommendations. The sets of rankings by the
individual committee members will then be tallied and an overall ranking of each
proposal arrived at. If the overall ranking of one or more proposals cannot be
agreed upon by the committee member collectively, the Chairs of the UEPC and
GPSEPC will resolve the contended rankings. When the Committees are in
agreement on the rankings of all proposals, or the disagreement has been resolved
by the Chairs, the proposals will be sent forward to the Provost by the Chairs.
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If the total number of qualified proposals is fewer than the number currently
approved for that year by the Board of Trustees, the Committees will forward these
qualified proposals to the Provost without rankings. If the total number of qualified
proposals is greater than the number currently approved, the Committees will
forward the approved number without rankings, and will rank the remainder
according to the tally previously taken. This group may be further divided into the
following categories: a) strongly recommended (as extremely close to the original
approved group); b) recommended (as qualified, though not as close in merit
as the "strongly recommended" group). In either case, those proposals deemed not
qualified will be ranked after the rest but identified to the Provost as "not
recommended".
6 5. The Provost will review those sabbatical proposals deemed qualified by the
Chairs of the UEPC and GPSEPC. This review will be with respect to (1) fiscal
impact and (2) the overall quality of the group of advanced proposals. In the event
that the Provost identifies problems pertaining to the overall quality of the
proposals advanced by the Chairs of the UEPC and GPSEPC, the Provost will
consult with them. Such consultation will aim at maintaining year-to- year,
appropriate and consistent application of the standards for sabbaticals described in
the Faculty Handbook.
6. Upon completing the review of the proposals, the Provost will forward the
proposals, along with the comments regarding fiscal impact, to the President, who
will render the final decision and notify each faculty member in writing, with copies
to the Provost, Academic Dean, department chair or program director and the
Chairs of the UEPC and GPSEPC. A faculty member whose sabbatical request
is granted by the President must fill out Form C and submit it to the Office of
Academic Affairs no later than March 1 of the academic year in which the
sabbatical was granted in order to complete the acceptance and funding
process.
7. Upon completion of sabbatical leave, the leave recipient shall submit a written
statement to the appropriate Dean of the School and to the Provost within the first
academic term after returning which shall describe the nature of the activity engaged
in and the extent to which the proposed project was completed. During the
academic year of the individual's return, the sabbatical leave recipient, in
consultation with the Dean for Office of Faculty Development, will offer an
appropriate presentation of the sabbatical research to the College community.
8. When sabbatical leave is not granted, the faculty member should be given the
opportunity to know the reason for that decision. This information, if requested,
will be provided in writing by joint letter of the Chairs of the UEPC and GPSEPC.
9. If a sabbatical leave is recommended by the Chairs of the UEPC and GPSEPC
but not approved for funding because of departmental, programmatic, or School
circumstances, if a sabbatical leave is funded but must be deferred for personal
reasons, or if because of financial exigency there is a reduction in the number
formally approved by the College for that year, the sabbatical leave applicant's
services during that the year(s) in which he/she might otherwise have been on
sabbatical leave shall count toward the next six years of accumulated services toward
eligibility for the next sabbatical leave.
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10. Despite any accrued “credit for service” that results from a deferral (see
#9 above), a faculty member must have completed one sabbatical leave
before applying for the next sabbatical leave. Except for years of service
covered under the deferral process described above, a faculty member who
accumulates over time more than the six years of service required for
sabbatical leave may not carry forward excess accumulated years of service
credit toward a subsequent sabbatical.
2.10.2

FACULTY DEVELOPMENT FUND AWARDS
The Faculty Development Fund provides awards to individual undergraduate and
graduate faculty for activities related to scholarly professional development, e.g.,
scholarly research, participation in scholarly conferences or workshops, and
attendance at conferences, courses, or workshops directly related to the
improvement of teaching or development of new courses. All ranked faculty are
eligible for funding (excluding professors emeriti). Faculty on reduced services or
sabbatical are eligible. Reasonable support is available for Adjunct Faculty (see
section 2.2.5.2) in financing their faculty development activities so as to optimize
their ability to compete in a national search.
The Faculty Development Fund Committee, whose members are the Dean for
Director of Faculty Development (chairperson), and faculty representatives from each
School, meets monthly (September through May) to consider applications for awards.
Faculty should apply as early as possible prior to the date of the planned activity. More
detailed information, guidelines, and applications are available in the Academic Affairs
office and can be printed off the Faculty Development webpage (under
Academics/Faculty).

2.10.3

OFFICE OF FACULTY DEVELOPMENT AND SCHOLARSHIP
The Faculty Development and Scholarship office provides professional development
opportunities and support services to all Saint Mary's College faculty members as
teachers and scholars, consistent with the mission of the College. In order to promote
excellence in teaching, student learning, and scholarship, the program is carried out in a
variety of ways, most typically through workshops on topics of teaching and learning,
seminar-style reading/discussion groups, distribution of printed materials,
dissemination of information about grants and fellowships and through individual
consultation. The Dean for Director of Faculty Development provides leadership,
acting as facilitator and "coach," in assisting individual faculty members to take full
advantage of professional growth opportunities. Other functions of this office include
designing and implementing faculty development programs and activities that
support effective teaching and scholarship, developing and coordinating new faculty
orientation and support activities, promoting among faculty a culture of shared
inquiry, social justice, and diversity for purposes of educational effectiveness, and
overseeing various student and faculty funding sources such as the Faculty
Development Fund, the Student Research and Development Grants, and the
Collaborative Student/Faculty Summer Research Awards. This office also assists in
promoting competitive national student scholarships (e.g., Fulbright grants and Rhodes
scholarships).
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2.13.2.1

Family and Medical Leave Act of 1993/California Family Rights Act
The Family and Medical Leave Act of 1993 and the California Family Rights Act
entitle a faculty member who has been employed at least one full calendar year and
has worked 1,250 hours during the preceding 12 months to take up to 12 weeks
unpaid leave with the right to return to the same or comparable position. Leaves
will be granted to accommodate the needs of a faculty member due to the birth,
adoption, or foster care placement of a child within 12 months of the child’s birth
or placement; to care for a spouse, dependent child or parent with a serious health
condition; or because of a serious health condition of the faculty member. Serious
health condition is defined as a condition requiring hospitalization, the ongoing care
of a licensed treatment provider, or the absence of three days or more and the care
of a licensed treatment provider. During this time, the faculty member can be
required to use his/her unused sick leave and the College will continue its
contribution to the faculty member’s health insurance premium. Medical or
pregnancy leaves generally include the right to return to the same or comparable
position. The above protected leaves may be accompanied by an interruption of the
probationary tenure period for tenure-track faculty. See 2.2.2.2.
Procedure for Granting Leave: Eligible faculty members must apply for leave by
completing the “Request for Leave” form and, in the event of a serious illness of the
faculty member or immediate family member, the “Certification of Health Care
Provider” form at least thirty (30) days prior to the leave or as soon as foreseeable.
Both forms are available in Human Resources.
Upon approval of a leave the College will confirm the date of the faculty member’s
return. Any request for an extension of an approved leave must be submitted in
writing to Human Resources at least one (1) week prior to the expiration of the
current leave with a copy going to the Provost. Failure to return on the agreed date
will be considered a voluntary resignation of the faculty member’s appointment and,
where applicable, tenure.
A written verification of the faculty member’s ability to resume normal duties is
required from the health care provider prior to the employee’s return. Any
accommodations or restrictions upon return from leave must be detailed and in
writing.
The above Protected Leaves may be accompanied by an interruption of the
probationary tenure period for tenure track faculty. See 2.6.2.1.2

2.14.3

HEALTHCARE
The College provides comprehensive benefits for full-time ranked and adjunct
faculty (those teaching 6 or more courses per academic year) which allows the
individual to choose the appropriate programs and levels of coverage under the
available health, dental and vision plans. Adjunct faculty teaching 5 courses receive
a prorated benefit of 71.4% of the College’s share. Any premiums above the
College’s share are deducted on a pre-tax basis from the faculty member’s regular
paycheck. Lecturers are not eligible for coverage regardless of the number of
courses or units they teach per academic year.
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Faculty may choose between the programs listed below:
Health Insurance:
Anthem Blue Cross Health Net Health Maintenance Organization (HMO High or
Low Option and High Deductible)
Kaiser Health Maintenance Organization (HMO High or Low Option and High
Deductible)
Health Net Point of Service (POS)

2.14.7

RETIREMENT
1. Social Security/Medicare. All employees are covered by law and have a Social
Security deduction made from their pay which is matched by the College. The
amount deducted is paid into a Social Security account for each employee. Social
Security provides retirement benefits and disability and survivorship plans.
2. TIAA/CREF Retirement Plan. All faculty with the rank of Instructor, Assistant
Professor, Associate Professor, or Professor are eligible to participate in the
TIAA/CREF retirement program after the completion of one year of service at
Saint Mary's College or one academic year of prior full-time service with an
institution of higher education, or already own TIAA/CREF contracts and have
attained age 21. The College contribution is equal to 3% 2% of the employee's
monthly earnings, whether or not the employee contributes to the program. A taxdeferred option is available for faculty who wish to reduce their taxable income up
to limits established by the Internal Revenue Service. Voluntary additional
contributions are placed either in regular or group Supplemental Retirement
contracts and are made on a tax-deferred basis. Supplemental Annuity contracts
allow a loan provision and lump sum distributions at termination.

2.14.11.4

Ticket Discounts
Faculty and staff members are admitted without charge to most any athletic events.
Faculty and staff members need only show their Saint Mary’s identification card for
free admission to home baseball and football games. For home basketball games,
staff and faculty must pick up tickets 24 hours prior to game time from the ticket
office. Faculty and staff are allowed one free ticket per basketball game.
The Committee for Lectures, Art and Music (CLAM) schedules a series of events
each year designed to enrich and broaden the cultural environment of the College
and to appeal to the community surrounding the campus. Faculty, staff and
students of the College are admitted to these events at a reduced cost. Faculty and
staff may purchase one additional ticket per event at the discount rate.

2.15.1

SALARY SCALES FOR RANKED AND ADJUNCT FACULTY
SAINT MARY’S COLLEGE
FULL-TIME FACULTY SALARY SCALE
2009-2010 2010-2011
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Instructor

Assistant

Associate

Step

I

II

I

II

I

II

1

50,377

53,286

55,049

58,227

66,369

70,193

85,411

2

51,889

54,844

56,700

59,974

68,360

72,299

88,004

3

53,445

56,531

58,401

61,766

70,411

74,467

90,645

4

60,153

63,619

72,523

76,702

93,364

5

61,958

65,527

74,699

79,003

96,165

6

63,816

67,493

76,940

81,373

99,050

7
PRE 1989
2.16

GRIEVANCE

2.16.2

PROCEDURES THAT APPLY TO ALL GRIEVANCES

	
  
3.1.1.1

	
  

Professor

102,021
104,572

13. Fourteen Twelve faculty members are elected to the Grievance Committee.
For those steps in these procedures that require the Grievance Committee, each
party to the case can challenge two members within ten (10) school days of the
actual notice of the composition of the Grievance Committee. Challenges are
peremptory and without personal or professional prejudice. All five members of the
Grievance committee must be present at deliberation meetings, and all five must
vote. No abstentions are allowed. See section 1.7.4.1 for a full description of how
the Grievance Committee is constituted. In addition, in an academic year in which
the number of concurrent grievances exceeds three, the chair of the Academic
Senate has the discretionary power to enlarge the Committee from the alternates
and runners-up from the previous two election years; the Committee is to be
enlarged prior to the challenge stage.
Academic Honesty
Graduate and Professional Studies Programs Oversight and Sanctions
The procedures for the administration of the Academic Honor Code, the
determination of violations, and the imposition of sanctions for students who have
violated the Academic Honor Code in adult and graduate programs are set forth in
the Graduate and Professional Student Handbook. See http://www.stmarysca.edu/academics/graduate-professional-studies/handbook/index.html
student handbook(s) of their respective schools. See the respective websites and
handbooks for each program.
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School of Economics and Business Administration: http://www.stmarysca.edu/academics/adult_graduate/programs_by_school/school_of_economics_and
_business_administration/index.html
Kalmanovitz School of Education: http://www.stmarysca.edu/academics/adult_graduate/programs_by_school/school_of_education/han
dbook_catalog.pdf

	
  

3.2.1

School of Liberal Arts: http://www.stmarysca.edu/academics/adult_graduate/programs_by_school/school_of_liberal_arts/ind
ex.html
TRADITIONAL UNDERGRADUATE ACADEMIC CALENDAR
For the traditional undergraduate programs, classes for the fall term customarily begin
on the Monday before Labor Day. The fall term runs for fifteen weeks, including a
final examination week. The third (or fourth) Friday in October and Thanksgiving
recess (Thursday and Friday) are holidays in the fall. Classes for the January term begin
on the first Monday after January 1 and continue for four weeks. After a one-week
break, the spring term commences (i.e., five weeks after the start of the January term);
classes begin on Monday. The term lasts for fifteen weeks, including a final
examination week, the only holidays being the week preceding Easter through Easter
Monday. The spring term ends after Commencement exercises take place.
The process for setting the academic calendar for the traditional undergraduate
programs is as follows: Three years in advance, the Dean of Academic Resources for
Academic Development constructs an academic calendar using the above guidelines.
The calendar is reviewed and approved in sequence by the Undergraduate Educational
Policies Committee, the Provost’s Academic Council of Deans, and the Academic
Senate, each body ensuring that the calendar is guided by academic principles and
processes (e.g., concern for loss of Monday classes due to holidays).

3.3.1

LIBRARY
Saint Albert Hall, named for the 13th-century philosopher and theologian, houses
the collections, services, technologies, and staff which make up the library. Print,
audio, film, and electronic titles are selected and organized to support the
undergraduate and graduate curriculum. The collection includes over 230,000
volumes, 40,000 ebooks, 40,000 journal titles, 5,000 videos and 450,000 non-print
items (microforms, maps, video recordings, CD-ROM/multimedia titles). The
Circulation Department, located on the first floor of the Library, houses the video
collection. These include film classics in the Byron Bryant collection and
instructional programs supporting the Saint Mary’s curriculum. The collection also
includes audio cassette tapes, CDs (primarily classical music), and multimedia CDROMs. Titles in the collection may be found via the ALBERT online catalog.
Electronic information resources are described in detail below.
Access to text, images, and data on the Internet is enhanced by the library's Website
(http://library.stmarys-ca.edu). The reference collection is designed to provide
primary information, as well as links to other library resources in the Bay Area and
beyond. The library also houses the College Archives, The Library for Lasallian
Studies, and a special collection on Cardinal Newman and His Times (also available
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online). In addition to individual viewing stations, the Library includes two groupviewing rooms: the Byron Bryant Room and the Wildenradt Theater. Spaces for
reading and study, group and individual, are provided. Reference librarians are
available on a regular schedule and for extended assistance by appointment. In
addition to individual viewing stations, the Library includes two group-viewing
rooms: the Byron Bryant Room and the Wildenradt Theater. The Byron Bryant
Room is equipped with a large-screen monitor and may be reserved for groups of
up to 8 persons. The Wildenradt Theater seats up to 30 people and is equipped as a
media classroom with multimedia computer, video/data projector, sixteen laptop
computers and stereo sound system. The Wildenradt Theater may be reserved in
advance.
3.3.1.3

Electronic Information Resources
The Library's electronic information resources include the online catalog ALBERT,
periodical indexes, full-text resources, and interlibrary borrowing services for books,
videos, and journal articles. In 2009 the Library added a collection (ebrary) of
40,000+ 30,000+ digital books to the collection. The books are cataloged in Albert
and accessible through the Library’s Databases web page. These resources are
available via workstations throughout the SMC campus and remotely throughout
the world via the World Wide Web. All that is required is your SMC ID card (with
library bar code on the back), a computer with an internet connection, and a Web
browser.
The ALBERT online catalog includes records for about half of all the books in the
library building (those acquired or circulated since 1983) and records for periodical
titles, videos, compact discs (CDs), and digital resources. More than 100 electronic
databases available on the campus network often include access to the full text of
articles indexed, from over 40,000 30,000 periodicals. The library Web page
(http://library.stmarys-ca.edu) also offers access to internet resources for study and
research selected by librarians and organized by discipline.
The Library is associated with the Online Computer Library Center (OCLC), which
enables librarians to locate and borrow books and periodicals from throughout
the world. The Library subscribes to the DIALOGInformation Service, giving
access to over 450 specialized databases, including full-text and statistical databases,
as well as bibliographic citations.

3.3.1.7

Circulation Policies
Books may be borrowed by a faculty member for a semester, subject to recall if
needed by another Saint Mary’s borrower. Faculty may renew material twice up to
three times, either in person, by phone, or online using ALBERT, the Library's
online catalog and circulation system. When material is overdue, faculty will receive
a courtesy reminder. If not renewed or returned, the books will be considered lost
and faculty will be billed for a replacement.

3.4

COMPUTER AND TECHNOLOGY SERVICES
The use of the technology resources of the College is a privilege, subject to users
following the terms of the Technology Use Policy (available on SMCNet and from
CaTS). Computer and Technology Services is headed by the Chief Technology
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Officer, who reports to the Vice President for Finance and Planning under the
guidance of the Technology Advisory Committee, chaired by the Provost.
4.2.4

PAYROLL OFFICE
The Saint Mary’s College Payroll office is located on the first floor of Filippi Hall.
Any payment for services rendered either by a student, faculty member or
administrative staff is paid through this department. Payday is on the 15th and the
last day of the month. All timesheet reporting is due in this office by the 5th and/or
the 20th of each month. Paychecks are distributed through interdepartmental
mailbox routing for administrative staff. Full-time faculty and most part-time
faculty’s checks are delivered to their on-campus mailboxes. Student All paychecks
and all other incidental payments are mailed the day before payday via the U.S.
Postal Service. Direct deposit is available and is the College’s preferred method
for payroll. On payday, those electing direct deposit will receive an email
notice that their most current payroll information is available in GaelXpress.

4.3.2

	
  

STUDENT HEALTH AND WELLNESS CENTER
The Student Health and Wellness Center is located on the ground floor of
Augustine Hall. The staff is not authorized to treat faculty or staff, except to
administer care in the event of an emergency until further medical care can be
arranged. The Center offers influenza vaccines to faculty and staff in the fall at no
charge.
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